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etention Schedule; record will continue to accumulate. 

teachers and administrators, Statewide, by administering grants and contracts  with 
colleges,  un ivers i t ies ,  consulting f i rms and business agencies for  s t a f f  development 
programs. 
s t a f f  development t ra ining,  and coo'rdinates the teacher tes t ing  program fo r  ce r t i f i y ing  
vocational teachers. 

The Unit a lso plans and coordinates Statewide conferences and meetings fo r  

Documents to: Coordinating personnel development a c t i v i t i e s  . 

Included are: correspondence and. memoranda with local school s y s t +  educational 
i n s t i t u t i o n s ,  and individuals both within and outside the Department, 
resource and reference mater ia ls ,  and other general documents re la ted 
t o  personnel development a c t i v i t i e s .  

File is arranged: chronologically by calendar year; th,ereunder alphabetically by subject . 
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How often are records referred to which are: 

One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

Letter-size drawers ; Legal-size drawers 
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1. Retei 

10. Questionnaire (Place an "X" in the proper column) 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, c(te law or regulation. 

d. Does th&seriechave historical or long term research value? 
e. When one or two documents in the f i le  make it necessary tokeep the entire f i le for a long period, could these 

f. I s  the informallpn -minefin this series ever Dublished? If ves. attach COW. 

g. I s  the informafion contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 

If not. whereiS.it? - ~ ~~ ~ _~ __ 
. .~ -. 

c. I s  this a -_ ~ 

vital record? 

d w m w t z ~ b e  schec!!!ed warately?~. . ~ ~~ ~~~ -: .. ~~~ -. ~ .~ 
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~ Ifhes. a_ttachcew,~- _ - ~  . .~ 

. ~~~~ , If ves-where? ~. ___ 
.i.Jslh~ik&!x& a mjof~poftion ofitLre9v_larly mjcrofilmed? I .  

U Q - h e  record series result in a c w t  er wintout? 
ion Requirements The following requires the series to be kept: 

a. State Law .-years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need --years. 
c. Federal law - ~ -.years. f. Federal retention instructions - ~ _--years. 

Attach copy or excett of laws or regulations. Explain administrative need. 
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- ~ _.~I_ ~- ~. 12.- Approved Disposition Instructions This agency recommends thatthe f i le  series be cut off a t  the end of each: 
I3 Calendar Year; '0 Fiscal Year; 0 Other -. .~ ~~. th then. 

65 Hold in the current files area --month(s) 1 year(s); then 
0 Transfer to local holding area; hold year(s); then 
0 Transfer to State Records Center; hold - ---year(sl; then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lSpecify) 

. . .. . .  . : - > , , :  , ~~ .. ::.,\., 

These instructions apply to al l  prior and future accumulations of the series. 
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